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 The system allows you to track payable and non-payable services for a client  

- The system will display a client‟s placement/service history  

 

 On line service approval and alerts  
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SERL - Services List 

 

 

 

 This screen displays the history of all services provided to a specific client 

 

 The worker can INQUIRE, MODIFY and DELETE services on this screen  

 - Only the most recent removal service (SEMRM) can be modified 

 

 The worker can enter a SERVICE CODE to view specific types and dates of 

services 

- Once a service is completely approved, the only update allowed will be to enter 

the CLOSE DATE 

 

 You cannot select MODIFY (with the exception of the close date if one was not 

originally entered) once the approval process has been completed, unless the service is 

denied 

 

 You can add a service by typing the appropriate screen (SERN or SERP) in the PATH 

and pressing F11, the system will take you to the screen in ADD mode  
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SERN - Service Detail: Non-Payable  

 

 
 

 This screen allows input of all non-payable services provided to a specific client 

 

 Only non-payable funding sources can be input on this screen 

- No trust account funding sources or provider overpayments are allowed on this 

screen  

 

 The REASON FOR REMOVAL field is enterable only on a removal service (SEMRM) 

and a PRIMARY reason will be required. 

- Up to four OTHER reasons for removal can be entered and other reasons are 

optional 

 

 Field workers can press SHIFT+F1 to access the CREI (CPS Removal Eligibility 

Information) screen in inquire mode.  IVE Unit and specific Program Bureau staff will 

update CREI. 

 

 



 
CPS Specialist Training Guide – Services       SE-5 

CREI - CPS Removal Eligibility Information  

 

 

 

 This screen is used to record contrary to welfare language and reasonable efforts 

information.  It is also used to record voluntary placement information. 

 

 This screen can be updated by IVE Unit staff and specific Program Bureau staff.  Field 

workers will have inquire access only. 
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COURT HISTORY 

SE-04

 

 You can ADD, INQUIRE, MODIFY or INACTIVATE court events  

 

 Complete history of court events in the system  
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CRTL - Court List  

 

 
 

 This screen displays the court events specific to a client 

- A document type must be entered before pressing F11 to add a new detail 

 

 You may INQUIRE on a court event at any time 

 

 MODIFY on any court reason is possible only until the COURT DISPOSITION is 

entered 

- Once the disposition is entered, the majority of the information on the court event 

becomes protected 

 

 You can DELETE a court reason from the system.  This reason will remain on the 

database, but will be considered INACTIVE.  In order to delete, you must enter 

COMMENTS at the bottom of CRTD (Court Detail) for the reason you wish to 

inactivate, then place a “D” on the select line, press ENTER and SHIFT+F4 to confirm 

the delete 

 

 By entering a START FROM date you may view COURT REASONS from a particular 

date forward  

 

 You can view specific COURT REASONS by entering the COURT REASON type  
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CRTD - Court Detail  

 

 
 

 This screen is used to record details of specific COURT REASONS that involve a client 

 

 F10 displays the RELL (Relationship List) screen and allows you to copy a COURT 

REASON to another client‟s record  

 

 Once a disposition is entered and ENTER is pressed, a confirm message will appear at 

the bottom of the screen    

- Once SHIFT+F4 is pressed, most fields will be protected and cannot be changed  

 

 An EVENT is recorded each time a COURT REASON occurs 

 

 An alert (report to the court/court review due) will be created to the worker and the 

worker‟s supervisor 30 days prior to the NEXT HEARING DATE, if one has been 

entered 

 

 Fields are enterable or non-enterable based on the type of court document being entered 
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CPHL - Client Placement History List  

 

 
 

 This screen displays all a specific clients placements 

 

 You can add a placement by typing the appropriate screen in the path and pressing F11, 

the system will take you to the appropriate placement screen in ADD mode 

- PLAD (Placement Detail) – foster care, shelter care, group home, etc 

- ADOD (Adoption Detail) 

- GARD (Guardianship Detail) 

- JJPD (Juvenile Justice Placement Detail) – Pine Hills & Riverside ONLY 

 - JDET (Detention Placement Detail) 
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PLAD - Placement Detail  

 

 
 

 If the first placement is being entered, you must first enter a removal service on SERN 

 

 If a subsequent placement is being stored, the removal reason associated with the 

preceding placement suffices as long as the placements end and begin on the same day.  

If there is a break in placement, a new removal service will need to be added on SERN 

 

 The most current placement status will be displayed at the bottom of the screen 

 

 SHIFT + F1 will take you to PLSH (Placement Status History) where you can record 

changes in placement status 

 

 SHIFT + F2 will take you to LICH (Placement License History) where you can view 

license associations for the placement 

 

 The CHILD IN PLACEMENT DUE TO PARENTAL OR CARETAKER DRUG USE 

FROM WHERE THE CHILD WAS REMOVED flag and LIC TYPE field will be 

required.  The DRUGS fields associated with the “child in placement” flag are optional. 

 

 Upon closure, you must identify if the closure is due to “placement change” or 

“discharge” 
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PLSH – Placement Status History 

 

 
 

 This screen will display the placement status history for a specific client 

- If accessed from PLAD, will display history for the placement on PLAD 

- If accessed from any other screen, will display history for all placements 

 

 This screen is used to add placement status changes if the placement on PLAD is to 

remain open.  Valid codes are AT (Active Placement), ET (Extended Trial Home Visit), 

MH (Hospital for Medical Processes), PA (Pre-Adoptive Placement), PH (Hospital for 

Acute Psychiatric Care), RN (Runaway) and TH (Trial Home Visit) 

 

 The previous placement status must be closed before a new placement status can be 

entered 

 

 The new placement status start date must equal the previous placement status end date 

 

 Placement status information cannot be modified if the placement is closed 

 

 The original AT (Active Placement) status code cannot be modified or deleted 

 

 The most recent placement status can be deleted if the end date is still 9999 
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LICH – Placement License History 

 

 
 

 This screen will display the placement license history for a specific client 

- If accessed from PLAD, will display history for the current placement 

- If accessed from any other screen, will display history for all placements 

 

 This screen will default to display active license associations only 

- If ALL LICENSE ASSOCIATIONS is marked, inactive associations will display 

in white 

 

 The placement effective dates will display along with the associated license type, the 

license issuance and expiration/termination dates and license association dates 
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GARD – Guardianship Detail  

 

 
 

 The client must have a closed foster care placement on PLAD with a placement exit 

reason of „POG‟ (Place with legal guardian/other than home removed from) 

 

 The client must have a court order on CRTD with a disposition of „GSP‟ (Guardianship-

Youth) 

 

 The provider where the client is placed must be licensed for any of the following license 

types:  GKS (Guardianship Kinship); GNK (Guardianship Non-Kinship); TGK (Tribal 

Guardian Kinship); TGN (Tribal Guardianship Non-Kinship) 

 

 There are two eligibility codes related to Guardianship – SGC (Guardianship Control 

Group Indicator) and SGE (Guardianship Experimental Group Indicator).  Central Office 

staff will add these codes to the CELL (Client Eligibility List) screen for the client 

 

 A new service code (PGUAR – Guardianship) will be entered on the client‟s SERP 

(Service Detail: Payable) screen.  If there is no SGE eligibility on CELL, the service will 

be paid with the next highest funding source available 
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ADOD - Adoption Detail 

 

 
 

 This screen permits the user to view, modify and add information relating to an incidence 

of adoption services provided for a specific client 

 

 Relationship before adoption cannot be “Foster Parent” codes of FFP, FFR, FMR or FCP. 

Prior foster parent relationship is identified through the use of the “foster parent” flag. 

 

 If special needs flag is “Y”, corresponding special need information must be entered on 

the SPND (Special Needs Detail) screen 

 

 All preceding placements must be closed before the PLACEMENT DATE 

- A placement is open if the END DATE is showing 99/99/9999 

 

 FINALIZATION DATE comes from final adoption decree entered on CRTD (Court 

Detail) – AFD (Adoption/Final Decree) event and disposition 



 
CPS Specialist Training Guide – Services       SE-15 

SERP - Services Detail: Payable  

 

 
 

 This screen allows input of a payable service provided to a specific client and to 

authorize payment for that service  

 

 If you adjust an amount in the RATE field, an “O” (override) will appear after that 

amount 

- An additional level of approval will be required if the modified rate is higher 

 

 A service cannot be modified once the approval process is completed, unless the service 

is denied 

- Once the service is approved, the only modifiable field is the CLOSE DATE 

 

 If a worker enters a financial county that is different from theirs, the supervisor and 

regional administrator of the appropriate county will have to approve the service 

- The system will alert the appropriate approval county 

 

 If the financially responsible person changes address to a new financial county, you will 

need to close the existing service and open a new one  

- The new financial county needs to approve this service  

 

 LAST UPDATE DATE field is the date the screen was last updated 
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 Entering the correct last day of the service is VERY IMPORTANT.  Do not enter 12/14 

when the client actually left the placement on 12/15.  Policy states that we do not pay for 

the last day of service, so if the date is entered correctly, the system will automatically 

create the payment for the correct number of days.  If a payment has already been 

generated, the payment can be modified on CBPD (Client-Based Payment Detail) 

 

 When entering a qualifying payable service (for CHIMES interface) a gender of “M” 

(male) or “F” (female) must be entered on PERD before you will be able to update SERP. 

 

 The remittance advice line is used by fiscal officers and Central Office staff to cross 

reference bill/invoice numbers for specific services. 
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SSJD - Supplemental Service Justification  

 

 
 

 This screen documents the information needed to justify the use of the requested service 

and funding 

 

 This screen must be completed when a service code that requires special justification is 

entered on SERP (Services Detail: Payable) 

 

 In add mode, this screen can only be entered from SERP (Services Detail: Payable) 

screen  

- The CAPS ID cannot be changed  
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SEIH – In Home Services 

 

 
 

 This screen is used to display, modify and add information regarding in-home services 

provided to a client where no removal was necessary. 

 

 When SEIH is accessed from SERL, SOCNR will default as the service code and cannot 

be changed. 

 

 Any provider can be entered for a SOCNR service, but it will typically be the county CPS 

office. 

 

 Multiple SOCNR services can be entered for a client, but the dates cannot overlap. 

 

 A removal (SEMRM) service and a SOCNR service cannot be open at the same time. 
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GRSL - Group Services List  

 

 
 

 This screen displays the history of all services provided for a group of related clients 

 

 This screen is very similar to the SERL (Services List) screen 

 

 A worker first identifies the client using the CAPS ID field 

- Press F10 and RELL is displayed and you can select the group of clients you 

would like to display services for  
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 You will enter Interstate Compact information into the system  

 

 Interstate Compact forms can be generated by the system  

 

 Alerts will be sent to supervisors and the Interstate Compact Administrator when 

a worker completes the Interstate Compact Detail screen  

 

 On-line approval process with alerts when the verification letter is sent 

 

INTERSTATE COMPACT 
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ICPL - Interstate Compact List 

 

 
 

 This screen displays, in reverse chronological order, a history of interstate compact 

applications for a client 

- This request could be to place out of state children in Montana or to place 

Montana children out of state 

 

 Workers can modify an application until the application is APPROVED or DENIED on 

the ICAD (Interstate Compact Action Detail) screen 

 

 Only workers with the ICM (ICPC Monitoring) supertask on the SPTK (Supervisory 

Task List) screen will be allowed to delete an application 
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ICPD - Interstate Compact Detail  

 

 
 

 This screen is used to capture the details for Interstate Compact Application Requests 

 

 The F10 function key will allow workers to copy Interstate Compact requests from one 

family member to another 

 

 An event is created when an Interstate Compact is updated for a specific client 
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ICAD - Interstate Compact Action Detail  

 

 
 

 This screen is used to capture the Interstate Compact application request received date, 

request sent date and the request response received date 

 

 This screen is also used to capture approval or denial of the Interstate Compact request 

and placement information including withdrawn or terminated details 

 

 The PERSON SUPPLYING INFO field will default to the name of the worker who 

entered the information on the ICPD (Interstate Compact Detail) screen 

 

 Workers will receive alerts to remind them that a semi-annual progress report is due 
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 The system allows you to develop a Building Skills for Adulthood Plan for foster 

children with on-line approval process  

 

 On-line follow-up information for youth leaving foster care  
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BSAS - Building Skills Plan Summary 

 

 
 

 First on SERN (Service Detail: Non-Payable), the SBSAA (BSA Skills Assessment) 

service must be done 

 

 Then enter on SERN (Service Detail: Non-Payable), the SBSAP (BSA Transitional 

Living Plan) service 

- The system forces you to complete the BSAS  (Building Skills Plan Summary)  

  screen  

 

 When a supervisor approves the closure of a client, the system will automatically update 

the Building Skills Plan Summary record 

- If the same client enters foster care again then the record will update and the 

BSAS record is once again in force 

 

 When the FOSTER CARE CLOSURE DATE exists, the summary is protected except for 

the field of how to contact the client after emancipation 

- If the same child re-enters foster care the summary will once again be able to be 

MODIFIED 
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BSAE -Building Skills Evaluation  

 

 
 

 This screen records follow-up information from the BSA program 

 

 If the EMPLOYMENT STATUS is coded with EMPLOYED (E) then you must enter 

one set of employment data 

- Employment data is RATE OF PAY, HOURS PER WEEK, LENGTH OF TIME 

EMPLOYED  

 

 ANNUAL WAGE is a display-only field  

 

 Only the Public Assistance programs that started after the youths foster care CLOSURE 

DATE will be displayed  

- e.g. Food Stamps, Medicaid, AFDC and Emergency Assistance  

 

 An event will be created when a Building Skills Evaluation has been completed 

 


